Applying for a Job with the
Department of the Navy
using USAJOBS and
USA Staffing
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/E This presentation will explain to you (applicants
the online application process

A Department of the Navy has a two -step
application process:

| USAJOBS Application Process

N

| USA Staffing Application Process

8/22/2017 Recruitment Tools & Processes Division, OCHR
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t;j;mUSAJOBS Announcement
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‘99 CIVILAN
Human
Resources
TTOT Lo Y ™y o Y nesvune ey SUPPUTL O L S oot
US a OBS Keyword: sob Title, Skitls, Agency (ete) © Location: City, State, 23 Code, or Country
o Search
WORKING FOR AMERICA

Advanced Search »

Duties Qualifications & Evaluations Benefits & Other Info How to Apply

|}
CIVILIAN CAREERS Go to section of this Job v

REAL-WORLD REAL-LIFE

CHALLEN 5 R EWARDGSS

Click here to Apply Online

begin the

Job Title: HR Specialist

Department: Department of the Navy app“catlon

Agency: U.S. Marine Corps prOCGSS

Job Announcement Number: HQ-10002784-16-CB-X000XX-M

SALARY RANGE: $53,413.00 to $69,432.00 / Per Year Agency Contact Info
OPEN PERIOD: Wednesday, February 10, 2016 to Tuesday, February 16,2016
4 2 BeSS Job Announcement Number:
SERIES & GRADE: GS-0201-9
POSITION INFORMATION: Full-Time - Permanent HQ-10002784-16-CB-XXXXXX-M
PROMOTION POTENTIAL: 9
DUTY LOCATIONS: 1 vacancy in the following location: SR Namber
San Diego, CA View Map 3247705800
WHO MAY APPLY: Status Candidates (Merit Promotion and VEOA Eligibles)

When vyou Il nd the jJob

Online 0

8/22/2017 Recruitment Tools & Processes Division, OCHR
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Welcome to the USAJOBS Application Process

This step by step process will help you select your resume and documents (if required) for submission to the agency hiring
for this position. Once you have reviewed your application, we will send you to an agency system where you will complete

and submit your application.

O Do not show this message again Start ipplication

You will see that you are beginning the Application
Process in USAJOBS

8/22/2017

Recruitment Tools & Processes Division, OCHR



J

S
=

& 9

=

=

-4

g‘,\ Orr
Y

. Human
Resources

Q\’

. of
CrviLian

USAJOBS: Application Progress

FICE

What

USAJOBS JobSearch  MyAccount  JobResources  Support

Applying tec

HR Specialist
U.S. Marine Corps
Closes 2/16/2016

who may ,|£v‘r|‘,

Select Resume These steps will

monitor your
progress
Instructions

Select the resume that you want to submit as part of your application, You cannot progress to the next step until you

select a resume, You can only submit one resume,

if the resume you want to submit is not displayed, select "Add Resume” to either upload a new resume or to create one
using USAJOBS Resume Builder, Any resume you upload, create or dedete will automatically be reflected in your

documents
should you
submit?
°)  Click here to
expand this
list

Acceptable Formats =

Uploaded resumes must be
less than 3MB and in one of
the following document
formats: GIF, JPG, JPEG,
PNG, RTF, PDF or Woud
(DOC or DOCX).

Here are the five steps that you will complete through

USAJOBS

8/22/2017
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" £% USAJOBS: Required  Documents

Clicking here expands
the list so you can see
what documents you

need to submit

The following required document details have been sourced from the job posting.

The following documents are required if you are applying to this
announcement:

YOU ARE REQUIRED TO DOCUMENT IN YOUR APPLICATION PACKAGE EVIDENCE

THAT SUPPORTS YOUR ELIGIBILITY AND QUALIFICATIONICLAIMS., You are strongly
encouraged to upload the applicable documents with your application package.?
These documents will assist the stalfing specialsst in determining your eligibility and
gualifications, but are not required at the time of application.? If you do not upload

the suggested documents, then you must document in your appication package

Review what documents are required for this

vacancy

8/22/2017
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Cl\lll'\\

Human
Resources

Select Resume _

Acceptable Formats =

|nStrUCtIOI’IS Uploaded resumes must be

. R . less than 3MB and in one of
Select the resume that you want to submit as part of your application. You cannot progress to the next step until you

Is this a
1 select a resume. You can only submit one resume. e fnlto.wmg dtomummat
req U I I"ed formats: GIF, JPG, JPEG,

If the resume you want to submit is not displayed, select "Add Resume" to either upload a new resume or to create one PNG, RTF, PDF or Word

d OC u I I I e nt? using USAJOBS Resume Builder. Any resume you upload, create or delete will automatically be reflected in your (DOC or DOCX).
account. USAJOBS stores up to five resumes, so you may need to delete an existing resume to upload or build a new

It |S fOI’ thIS ggszc:;ncludein
vacancy

Classified information

Your Resu mes %k (Required) (SSCJSC’L.E)ISecurity Number

Photos of yourself

Personal or sensitive Need hel p

information

Encrypted and digitally Creating
signed documents
(4] a resume?

Helpful Links

Sample Resume CIiCk here

What to Include

Add Resume

Resume Us...Builder HR Resume
Built 2/11/2016 Uploaded 2/11/2016
View | Edit | Delete View | Delete

Step 1. Upload or create a resume,

then select to use it for the position

8/22/2017 Recruitment Tools & Processes Division, OCHR
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You select
documents
by checking

this box

S

for this job by selecting the "Documents” button. formats: GIF, JPG, JPEG,

PNG, RTF, PDF or Word

If the document you want to submit is not available you can upload it by selecting "Add Document". Any documents
(DOC or DOCX).

added or deleted on this step will be reflected in your account. USAJOBS stores up to ten documents, so you may need

to delete an existing document to upload a new one.
Do Not Includein

Resume

YOU r DOCU ments Classified information

Social Security Number
(SSN)
Photos of yourself

Personal or sensitive
information

Encrypted and digitally
signed documents

Helpful Links

Sample Resume
What to Include

DD214 Mbrd
DD-214 2/18/2016

SF-50
SF-502/18/2016

School Tr...nscript
Transcript 2/18/2016

View | Delete

View | Delete View | Delete

Step 2: Upload supporting

documents, then select it

8/22/2017

Recruitment Tools & Processes Division, OCHR
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Review Package

Your Resume  Add/Re > Re¢

Resume Us...Builder
Built 2/11/2016

Her eds
opportunity
to check your

Your Documents Add/r

documents

SF-50
SF-50 2/18/2016
|| *7acknowledge that I have reviewed
my resumme and document(s)

Save & Continue

W

Step 3: Able to view entire package
from this screen

Recruitment Tools & Processes Division, OCHR
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Include Personal Information

| 1volunteer to provide my demographic information to help
determine if the government’s equal employment opportunity

efforts are reaching all segments of the population.
So we can better locate applicants in the future, please tell us how you heard about this job. Please choose the best
option available.
_,J I searched the USAJOBS website

:] I received an automated USAJOBS saved search notification
) 1saw a social media posting
) lvisited the agency website
) 1 weas referred by an agency employee

") I attended a recruitment event [Job/Career Fair, Meetup, etc.)

:' | viewed the posting on a job board or search agent other than
USAJOBS

Step 4: You can provide your

demographic information and let us
know how you heard about this vacancy

8/22/2017 Recruitment Tools & Processes Division, OCHR
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USAJOBS:
, Continue Application with Agency

Continue Application With Agency You will leave USAJOBS and be

sent to the U.S. Marine Corps

application system once you
select "Continue to Agency Site.”

% | certify, to the best of my knowledge and belief, all the
information submitted by me with my application for
employment is true, complete, and made in good faith, and that
1 have truthfully and accurately represented my work
experience, knowledge, skills, abilities and education (degrees, once you have completed all the
accomplishments, etc.). l understand that the information agency spedific requirements.
provided may be investigated. | understand that ' ;
misrepresenting my experience or education, or providing false
or fraudulent information in or with my application may be
grounds for not hiring me or for firing me after | begin work. |
also understand that false or fraudulent statements may be
punishable by fine or imprisonment (18 U.S.C. 1001).

Continue to AgenciSite

You will submit your application

Step 5: This is the last step before you continue to the

Depart ment of the Navyos Appl
Staffing

8/22/2017

Recruitment Tools & Processes Division, OCHR
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| Continueto Agency

USAJOBS

You are being sent to the U.S, Marine Corps application system to Continue your application. Your resume, document(s)

and profile information will be transferred as well.
with USAJOBS,

You have completed the 1st step
you will complete the 2nd step with USA Staffing

next

Recruitment Tools & Processes Division, OCHR
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REAL-WORLD ~ REAL-LIFE [ |
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Podition Title  HR Spacealish
Agency LS Marine Conps

Announcemaent Mumber  HO- 10002 T84 1 G-CE-XOO0000 1 Do you Want tO
Opan F'I'I"I-ﬁd - ‘Wednesday, February 10, 2016 to Fric See the
Application Package Status:  Application Incomy
announcement?
Click here

Welcome Carlos Barba!

I Vou are nol Carlos Barba please relurn Lo USASOBS,

Please wait while we retrieve your information From USAJOBS,
T .

Thank you For your interest in the G5-% HR Specialist position located in San Diego, CA.

Over the next few pages we are going to verify and collect pertinent infermation te help you complete your application for this
position. You will be able to review and then submit your application to the U.5. Marine Corps.

Continue

USA Staffing Upgrade welcome page, click

AContinueo to begin

8/22/2017 Recruitment Tools & Processes Division, OCHR
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UNITED STATES OFFICE OF PERSONNEL MANAGEMENT

Welcome Frank

Sinatra!
If you are not Frank Sinatra
please r¢ to USAJOBS.

Please wait while we retrieve
your information from
Position Title USAJOBS.

Agency

Announcement Number

Welcome Frank Sinatra!

Youore al so
using your smartphone,

ou are not Frank Sinatra please re

Please wait while we retrieve your information from USAJOBS.

tablet, or other mobile
device

Thank you for your interest in the G5-5 Accountant position.

Over the next few pages we are going to verify and collect pertinent information to
help you complete your application for this position. You will be able to review and
then submit vour application to the Office of Personnel Management.

a

8/22/2017 Recruitment Tools & Processes Division, OCHR
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[ Review & Submit
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0 Help Center ~

O Assessment » O bocuments

(O Application ~
Application Progress

CIVILIAN CAREERS

REAL-WORI.D REAL UFE g

s Position Title  HR Specialist
Agency U.S. Manne (o ps

CHB- X000

Application Package Status: Ay

Announcement Number HO
Open Period \\cdm <‘¢y h pruary 10, >016 to Friday, April 29, 2016
pication Incomplete

I

0 Help Center ~ 'l

4 Application » & Assessment ~ O pocuments @ Review & Submit

CIVILIAN CAREERS

DBEAI WD n
S S L WA®SDS
Position Title  HR Specualst
Agency U.S. Manne Corps
Announcement Number  |1( 16 CB X000
Wednesday, February

Open Period
Application Package Status: A

The boxes will be
checked as you

Application Progress
L

y 10, 2016 to Fraday, Apnil 29, 2016

Incomplete

complete the steps
bar and three main

The application progress

let you know how close you are to completing your

application package

Recruitment Tools & Processes Division, OCHR

steps will

8/22/2017



«. USA Staffing Upgrade:

_oARTME,
oy,\’ N-/.

CiviLiax
Human

J%Appllcatlon/Blographlc Info

Resources

(J Application » (J Assessment ~ J Documents @ Review & Submit

© Help Center ~

& Carlos Barba ~

Application Progress

REALLIE I

CIVILIAN CAREERS

REAL-WORLD

HR Specialist
U.S. Marine ((» ps

Position Title
Agency
Announcement Number

-------

Application Package Status: Application

Biographic Information

First Name

Open Period  Wednesday, Fc.‘) vary 10 ?016 to Friday, April 29, 2016
Incomplete

Most of your
information

will be filled
i in from your
B USAJOBS
Application

completeness

Review for accuracy and

8/22/2017 Recruitment Tools & Processes Division, OCHR
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O Application O Assessment « O pocuments @ Review & Submit
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Application Progress
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CHALLENOTR S W ARDS

Position Title HR Qpr(i alist
Agency L, S. Marine Corps

T h | S U ﬂ d e r I e notrcement Number B84-16-CB-X20000

Open Period Ldncv!.:v, February 1l] 1010 to Friday, Apal 29, 2016

you knOW What Application Package Status: Application Incomplete
step youbo

Eligibilities

1. Do you claim Veterans' Preference?

® A. NV -1do not claim Veterans' Preference,

B, SSP - 0-point Sole Survivorship Preference

C. TP - 5-point preference based on active duty in the U.S Armed Forces,

D. XP - 10-point preference for non-compensable disability or a purple heart,

E. CP-10.point preference based on a compensable service-connected disability of 10 percent or more, but less than 30 percent.
F. XP-10-point preference based on widow/widower or mother of a deceased veteran, of spouse or mother of a disabled veteran.
G

CPS - 10-point preference based on a compensable service-connected disability of 30 percent or more (Be prepared to submit proof
of eligibility DD-214(s) showing the length of active duly service and type of discharge).

2. Are you currently receiving an annuity for service as a federal civil servant?

This section is used to see if you meet

requirements of  the position

8/22/2017 Recruitment Tools & Processes Division, OCHR
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LENGES

EPARTMENT OF THE NAVY
Position Title MR Specalist

Agency US. Manne Corps

Announcement Number  HO 10002784 16-CH 000000

Open Period  Wednesday, February 10, 2016 to Friday, Apnil 29, 2016

Application Package Status: Application Incomplete

| 2 e |
Assessment 1

1. From the responses below, select ONE response that best describes how you met the basic requirements for this position (Note
Experience/Education MUST be substantiated in your resume, Fadure to provide the required information wall render you not eligible for
consideration, If using education to qualify, you are encouraged to submit an official or unofficial transcript.)

| have at least one year of specialized experience equivalent to the GS-07 grade level or pay band in Federal Service or equivalent

A,
experience in the private or public sector that demonstrates reviewing applications and processing HR related actions,

B. | have a Master’s degree or equivatent graduate degree or 2 Full years of progressively higher level graduate education leading to such
a degree or LLB,, or J.D. (if related), My education demonstrates the knowledge, skills, and abilities necessary to do the work of the
position. Such education must demonstrate the knowledge, skills, and abilities necessary to do the work of the position,

C. | have a combination of specialized experience as described in A and education as described in B that equates to one year of

experience, My percentage of the required education plus my percentage of the required experience equal 100 percent,

D. 1 donot have any of the requirements in A through C above, but I am willing to learn,

This sectionis used to  evaluate your experience

8/22/2017

Recruitment Tools & Processes Division, OCHR
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Donot
to include

required
documents

onw &7 Assessment O pocuments @ Review & Submit © Help Center ~ & Ca

CIVILIAN CAREERS Application Progress

Position Title  HR Specalist
Agency U.S Marine Corps
Announcement Number  HOQ- 1000278416 CB 00O

Documents
Please select the supporting documents you wish to include in your application. The following is a list of supporting do

position. For each accepted document you wish to submit, click the arrow to see a list of your available documents. You m
your avai abl : Jociments for each accepted document.

Please note that while you may submit an application without attaching all required documents, failure to attach required
affect your consideration for this position.

Accepted Documents Available Documents

Resume (required) % Resume Using Budder - View |
Cover Letter

Transcrpt x BS MBA and JD Transcnpt - Viow

Are you missing a document?

Upload

BEALWORLD ey

Open Period  Wednesday, February 10, 2016 to Friday, April 29, 2016

Application Package Status: Application Incc

mplete

Select
documents
from the
drop down

Did you attach the

correct document?
You can view it to
double check

Select or upload documents

8/22/2017

Recruitment Tools & Processes Division, OCHR
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Donot

to associate
all required
documents

f
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A Unassigned Documents

Associate ALL your documents

You will get
an error
message if
you fail to
associate
ALL the
documents
you carried
over from

USAJOBS

8/22/2017
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DAppl’l(ationv [0 Assessment ~ [ Documents

& Dawn Fish SPHR ~

Application Package Status: Application Incomplete

Review & Submit

se verify each section of your application is complete and correct. You may review and change your information before submitting.

Make sure you
have [Status

Section

associated ALL
the required
documents.

x

™~

Application ~

Assessment v

Documents ~

You will not be
able to apply if

Accepted Documents Submitted Documents

# Resume (required) Dawn Fish resume View

[] =1 acknowledge that all of the supporting documents | want to submit with this application have been assigned to an Accepted Document
type on the Documents page.

Submit Application

Please address all required
items to submit application.

you have not

completed all

the required
sections of the
announcement

The ASubmit Applicationo

until the application package is complete.

8/22/2017 Recruitment Tools & Processes Division, OCHR
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The status has
changed from
Al ncompl

These are
expandable

When all steps are complete, you will be able
to submit your application

8/22/2017 Recruitment Tools & Processes Division, OCHR



